APPENDIX |

ACRONYMS

The United States Postal Service and the U.S. Navy use numerous acronyms in
providing postal services. An assortment of these acronyms are listed in this
appendix for your use in understanding the language of the job. We recommend you
learn and use them while performing your duties.

ACCT —Account MPSA —Military Postal Service Agency

ADTA —Advance Deposit Trust Account MRS —Merchandise Return Service

AOMM —Assistant Official Mail Manager N —Navy

BRM —Business Reply Mail NMCS —Not Mission Capable Supply

BRMAS —Business Reply Mail Accounting OMCCP —Official Mail Cost Control Program
System OMCO —Official Mail Consolidation Office

CASREP —Casuaky Report
CMF —Consolidated Mail Facility
CNO —Chief of Naval Operations

OMM —Official Mail Manager
OMMP —Official Mail Management Program
OPNAV —Office of the Chief of Naval Operations

CO —Commanding officer (form)

CONUS —Continental United States PFO —Postal Finance Officer

COPE —Custodian of Postal Effects PMCS —Partial Mission Capable Supply

DAPS —Defense Automated Printing Service PO —Post Office

DD —Defense Department (form) POP —Postal Operating Procedures

DJIM S —Defense Joint Military Pay System PS —Postal Service (form)

DMM —Domestic Mail Manual RDD —Required Delivery Date

DO —Disbursing officer SF —Standard Form

DOD —Department of Defense SNDL —Standard Navy Distribution List

DSN —Defense Switched Network SOP —Standard Operating Procedures

FFT —For Further Transfer UMMIPS —Unifom Materiad Movement and Issue
Priority System

GPO —Government Printing Office

IMM —International Mail Manual
MACOM —Mgjor Command

MPO —Muilitary Post Office (APO or FPO)

USPS —United States Postal Service
XO —Executive officer

Z|P Code —Zoning Improvement Plan Code
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APPENDIX I

REFERENCES USED TO DEVELOP
THE TRAMAN

Department of Defense Official Mail Manual, DOD 4525.8-M, Office of the
Assistant Secretary of Defense, Washington, DC, December 1995.

Department of Defense Postal Manual, DOD 4525.6-M, two volumes, Office of the
Assistant Secretary of Defense, Washington, DC, March 1990.

Department of The navy Information and Personal Security Program Regulation,
OPNAVINST 5510. IH, Office of the Chief of Naval Operations, Washington,
DC, April 1988.

Department of the Navy Mail Management Instructions, OPNAVINST
5218.7A CH- 1, Office of the Chief of Naval Operations, Washington, DC,
September 1992

Directives and Forms Catalog, Publication 223, U.S. Postal Service, Washington,
DC, December 1995.

Domestic Mail Manual, Issue 50, U.S. Postal Service, Washington, DC, July 1996.

Glossary of Postal Terms, Publication 32, U.S. Postal Service, Washington, DC,
April 1988.

National Five-Digit ZIP Code and Post Office Directory, Publication 65, U.S. Postal
Service, Washington, DC, 1996.

Postal Agreement, between the U.S. Postal Service and the Department of Defense,
Washington, DC, September 1980.
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INDEX

A

Accounting system for prepaid postage,[3-1]

Address format[5-2]

Advance Deposit Trust Account (ADTA)[3-2
charging postal services against,[3-5

Appropriated funds, [3-1]

B

Bombs, mail [2-3
Bulk Mailing Permits,[ 3-12
Business Reply Mail (BRM)[3-16]

C

Centralized Automated Payment System (CAPS),[3-10
Certified mail,[4-5
Checklist[5-4l

Classified information
categories,[2-71
destruction, [2-9
handling,[2-8
transmission[2-§

Combinations,

Confidential classification,[2-7]

Consolidation,

Cost-saving mail services,[3-11]

E

Envelopes, labels, and mailable forms[3-5
Express Mail,[4-1]

Express Mail Corporate Accounts[4-3

F

First-Class Mail,[ 4-3

For Official Use Only[2-7]

Funds, types of [3-1

G

General security procedures, [2-1]
Government messenger envelopes (Guard Mail),[3-11]
Government Printing Office (GPO) contractors[3-5

I nspections,

Insured mail [4-6
M

Mail bombs[2-3

Mail center keys,[2-1]

Mail classification and services,[4-1]

Mail processing procedures, [5-1]
Merchandise Return Service (MRS)[3-13
Monitoring official mail [5-2]

N

Navy consolidated mail facilities[1-3

Navy Information and Personnel Security Program,

2-5
definition of terms,[2-8
purpose of [2-6
Navy mailing policy,[4-1]
Navy working capital funds,[3-1]
Nonappropriated funds, [3-1]

o

Official mail acceptance site[1-2

Official Mail Management Program, [1-1]
implementation of,

Official mail training,[1-2

P

Periodicals,[4-5

Permit imprint, [3-11

Postage due,[3-171

Postage meter settings
by telephone,[3-9
civil post offices[3-9
military post offices (MPOs),[3-9
payment for,[3-9

Postage metering systems[3-6
requisitioning, [3-10

Postage meters[3-7]

Prepaid postage report,[5-3

Prepaid Reply Mail [3-171

Preparation of packages for transmission,

[2-8

Priority mail/priority service[4-3

Processing official mail,[5-1]
collection,[5-1
postmarking, [5-1
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Processing official mail—Continued
pouching, sacking, traying,[5-11
sorting,[5-1

Purchase of stamps, stamped envel opes, and stamped

cards[3-5

R

Reducing postage costs,[1-4
Refunds[3-10
Registered mail,[2-5
Repetitive job mailing[3-5
Reply Mail Services[3-16
Business Reply Mail [3-16
Prepaid Reply Mail [3-17]
Requisitioning postage metering equipment,
[3-10
Restricted Data or Formerly Restricted Data,

[2-7]
Return receipt[4-6

S

Safe combinations,[2-2

Secret classification,[2-1
Security of postage stamps,[1-4
Security,[2-1]
definitions, [2-6
genera procedures, [2-1]
interior security,[2-3
meaning,[2-1]
Security of classified material [2-5
Security program,[2-6
Setting postage meters by telephone,
Special postal services[4-5
certified mail [4-5
insured mail,[4-6
registered mail,[2-5
return receipt,[4-6
Standard Mail (A) and Standard Mail (B),

[4-5

T

Top Secret classification[2-7
Transmission of classified information[2-8
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